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Date:  May 4, 2012 

 
 

CONTRACT NO.  GLS12001-JNRT_SVC 
 
ALL VENDORS: 
 
The enclosed packet contains a "REQUEST FOR PROPOSAL" for Janitorial Services. The proposal consists of 
the following documents: 
 
REQUEST FOR PROPOSAL - CONTRACT NO. GLS12001-JNRT_SVC 
 
I. Introduction 
II. Scope of Work 
III. Format For Proposal 
IV. Proposal Evaluation Procedures 
V. Mandatory Pre-Bid Meeting 
VI. Definitions and General Provisions 
VII. Proposal Reply Section 

a. Attachment 1 - No Proposal Reply Form 
b. Attachment 2 - Non-Collusion Statement 
c. Attachment 3 – Exceptions 
d. Attachment 4 – Company Profile and Capabilities  
e. Attachment 5 – Confidentiality and Proprietary Information  
f. Attachment 6 – Business References 
g. Attachment 7 – Subcontractor Information Form 
h. Appendix A – Scope of Work details  
i. Appendix B – Tasks and Standards 
j. Appendix C – Pricing Form 
 
 

In order for your proposal to be considered, the Proposal Reply Section shall be executed completely and correctly 
and returned in a sealed envelope clearly displaying the contract number and vendor name by June 4, 2012, 1:00 
p.m. (Local Time)  to be considered. 
 
Proposals must be mailed to: 

 
Gateway Lab School 
2501 Centerville Rd. 
Wilmington, DE  19808 
Attn: Cedrick Lusby 

 
Please review and follow the information and instructions contained in the General Provisions and this Request for 
Proposal. Should you need additional information, please call Cedrick Lusby at 302-633-4091 or email 
Cedrick.lusby@gls.k12.de.us. 
 
 
 
 
 

mailto:Cedrick.lusby@gls.k12.de.us
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I. INTRODUCTION 
 
A. PURPOSE 

 
The purpose of this Request for Proposal is to obtain sealed proposals for Janitorial Services for Gateway 
Lab School. 
 
It is the goal of this Request for Proposal to identify a vendor(s) and execute a contract for Janitorial 
Services. 
 
CONTRACT REQUIREMENTS 

 
This contract will be issued to provide Janitorial Services for Gateway Lab School. 

 
 

1. CONTRACT PERIOD 
 

Each Vendor’s contract shall be valid for a one (1) year period from July 1, 2012 through June 30, 
2013.  Each contract may be renewed for three (3) one (1) year periods through negotiation between 
the Vendor and Gateway Lab School. Negotiation may be initiated no later than ninety (90) days prior 
to the termination of the current agreement.    
 
The Agency reserves the right to extend this contract on a month-to-month basis for a period of up to 
three months after the term of the full contract has been completed. 

 
B. KEY RFP DATES/MILESTONES 

 
The following dates and milestones apply to this RFP and subsequent contract award. Vendors are 
advised that these dates and milestones are not absolute and may change due to unplanned events 
during the bid proposal and award process. 

 

Activity Due Date 

RFP Availability to Vendors May 4, 2012 

Proposals Due NLT June 4, 2012, 1:00 p.m. 

Public Proposal Opening June 4, 2012, 1:00 p.m. 

Vendor Best & Final Discussions, as required Will occur within 90 days of bid opening 

Contract Award Will occur within 90 days of bid opening  

 
C. RFP DESIGNATED CONTACT 

 
All requests, questions, or other communications about this RFP shall be made in writing to the 
Gateway Lab School.  Address all communications to the person listed below; communications made to 
other Gateway Lab School personnel or attempting to ask questions by phone or in person will not be 
allowed or recognized as valid and may disqualify the vendor.  Vendors should rely only on written 
statements issued by the RFP designated contact. 

 

Cedrick Lusby 
Gateway Lab School 
2501 Centerville Rd. 
Wilmington, DE  19808 
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or 
 
Cedrick.lusby@gls.k12.de.us 
 

 
To ensure that written requests are received and answered in a timely manner, electronic mail (e-mail) 
correspondence is acceptable, but other forms of delivery, such as postal and courier services can also 

be used. 

 
 

II. SCOPE OF WORK 
  

A. OVERVIEW 
  

The Vendor(s) shall provide all equipment, materials and labor to supplement the Gateway Lab School’s 
need for Janitorial Services as described herein. The contract will require the Vendor(s) to cooperate with 
the ordering agency to insure the State receives the most current state-of-the-art material and/or services.  

  
B. DETAILED REQUIREMENTS 

 
The technical requirements of this RFP are stated in Appendix A, Tasks and Standards in Appendix B. 
Vendors must provide pricing for the items listed Appendix C.  

 
 

III. FORMAT FOR PROPOSAL 
  

A. INTRODUCTION 
  
 This section prescribes the mandatory format for the presentation of a proposal in response to this RFP.  

Each Vendor must provide every component listed in the order shown in this RFP, using the format 
prescribed for each component.  A proposal may be rejected if it is incomplete or conditional. 
 

B. PROPOSAL RESPONSE 
 
 The Request for Proposal may contain pre-printed forms for use by the vendor in submitting its proposal.  

The forms required by this solicitation shall be considered mandatory, prevailing documents.  
 
 When preprinted forms are used, the forms shall contain basic information such as description of the item 

and the estimated quantities and shall have blank spaces for use by the vendor for entering information 
such as unit bid price, total bid price, as applicable. 

 
 The Vendor's proposal shall be written in ink or typewritten on the form provided, and any corrections or 

erasures MUST be initialed by vendor’s representative completing the bid submission. 
 

If items are listed with a zero quantity, Vendor shall state unit price ONLY (intended for open end 
purchases where estimated requirements are not known).  The proposal shall show a total bid price for 
each item bid and the total bid price of the proposal excluding zero quantity items. 
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Vendors’ proposal must respond to each and every requirement outlined in the RFP criteria in order to be 
considered responsive.  Proposals must be clear and concise. 
 

C. NON-CONFORMING PROPOSALS 
 
Non-conforming proposals will not be considered.  Non-conforming proposals are defined as those that do 
not meet the requirements of this RFP.  The determination of whether an RFP requirement is substantive 
or a mere formality shall reside solely within the Gateway Lab School. 
 

D. CONCISE PROPOSALS 
 
The Gateway Lab School discourages overly lengthy and costly proposals.  It is the desire that proposals 
be prepared in a straightforward and concise manner.  Unnecessarily elaborate brochures or other 
promotional materials beyond those sufficient to present a complete and effective proposal are not desired.  
The Gateway Lab School’s interest is in the quality and responsiveness of the proposal. 
 

E. COVER LETTER 
  

Each proposal will have a cover letter on the letterhead of the company or organization submitting the 
proposal.  The cover letter must briefly summarize the Vendor's ability to provide the services specified in 
the RFP. The cover letter shall be signed by a representative who has the legal capacity to enter the 
organization into a formal contract with Gateway Lab School. 

 
F. TABLE OF CONTENTS 

 
 Each proposal must include a Table of Contents with page numbers for each of the required components 

of the proposal. 
 

G. DESCRIPTION OF SERVICES AND QUALIFICATIONS 
  
 Each proposal must contain a detailed description of how the Vendor will provide the goods and services 

outlined in this RFP. This part of the proposal may also include descriptions of any enhancements or 
additional services or qualifications the Vendor will provide that are not mentioned in this RFP. 

 
H. DISCOUNT 

 
 Vendors are invited to offer in their proposal value added discounts (i.e. speed to pay discounts for specific 

payment terms).  Cash or separate discounts should be computed and incorporated into unit bid price(s). 
 

I. SAMPLES OR BROCHURES 
 
 Samples or brochures may be required by the agency for evaluation purposes.  They shall be such as to 

permit the Agency to compare and determine if the item offered complies with the intent of the 
specifications. 

  
J. ACKNOWLEDGEMENT OF UNDERSTANDING OF TERMS 

 
 By submitting a bid, each vendor shall be deemed to acknowledge that it has carefully read all sections of 

this RFP, including all forms, schedules and exhibits hereto, and has fully informed itself as to all existing 
conditions and limitations. 
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K. BID BOND REQUIREMENT  

 
 Bid Bond Waived. 
 

L. PERFORMANCE BOND REQUIREMENT  
 

 Performance Bond Waived. 
 

M. NUMBER OF COPIES WITH MAILING OF PROPOSAL 
 
 To be considered, all proposals must be submitted in writing and respond to the items outlined in this RFP.  

Gateway Lab School reserves the right to reject any non-responsive or non-conforming proposals.  Each 
proposal must be submitted with 1 paper copy with original signatures on the required forms, and 1 
electronic copy on CD or DVD media disk 

 
 All properly sealed and marked proposals are to be sent to the Gateway Lab School and received no later 

than 1:00 PM (Local Time) on June 4, 2012.  The Proposals may be delivered by Express Delivery (e.g., 
FedEx, UPS, etc.), US Mail, or by hand to: 

 
Gateway Lab School 
2501 Centerville Rd. 
Wilmington, DE  19808 
Attn: Cedrick Lusby 

 
 Any proposal submitted by US Mail shall be sent by either certified or registered mail.  Proposals must be 

received at the above address no later than 1:00 PM (Local Time) on June 4, 2012.  Any proposal 
received after this date shall not be considered and shall be returned unopened.  The proposing vendor 
bears the risk of delays in delivery.  The contents of any proposal shall not be disclosed as to be made 
available to competing entities during the negotiation process. 

 
 Upon receipt of vendor proposals, each vendor shall be presumed to be thoroughly familiar with all 

specifications and requirements of this RFP.  The failure or omission to examine any form, instrument or 
document shall in no way relieve vendors from any obligation in respect to this RFP. 

 
The State reserves the right to award the proposed contract to multiple Vendors if the Head of the 
Agency determines that such an award is in the best interest of the State. 

 
 

N. PROPOSAL EXPIRATION DATE 
 

 Prices quoted in the proposal shall remain fixed and binding on the bidder at least through June 30, 2013.  
Gateway Lab School reserves the right to ask for an extension of time if needed. 

  
O. WITHDRAWAL OF PROPOSALS 

 
 A Vendor may withdraw its proposal unopened after it has been deposited, if such a request is made prior 

to the time set for the opening of the proposal. 
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P. PROPOSAL MODIFICATIONS 

 
Any changes, amendments or modifications to a submitted proposal requires that the original proposal be 
withdrawn, prior to the time set for the submission of the proposal, and a new proposal submitted prior to 
the deadline for submission of proposals.   
 
Changes, amendments or modifications to proposals shall not be accepted or considered after the hour 
and date specified as the deadline for submission of proposals. 

 
Q. LATE PROPOSALS 

 
 Proposals received after the specified date and time will not be accepted or considered.  To guard against 

premature opening, sealed proposals shall be submitted, plainly marked with the proposal title, vendor 
name, and time and date of the proposal opening.  Evaluation of the proposals is expected to begin shortly 
after the proposal due date.  To document compliance with the deadline, the proposal will be date and time 
stamped upon receipt.   

  
R. ADDENDA TO THE RFP 

 
 If it becomes necessary to revise any part of this RFP, revisions will be posted at 

http://bids.delaware.gov/.  By submitting an offer to Gateway Lab School, vendors have acknowledged 
receipt, understanding and commitment to comply with all materials, revisions, and addenda related to 
the Request for Proposal. 

 
S. INCURRED EXPENSES 

 
Gateway Lab School will not be responsible for any expenses incurred by the Vendor in preparing and 
submitting a proposal. 

 
T. ECONOMY OF PREPARATION 

 
 Proposals should be prepared simply and economically, providing a straight-forward, concise 

description of the Vendor’s offer to meet the requirements of the RFP.   
 

U. DISCREPANCIES AND OMISSIONS  
 

Vendor is fully responsible for the completeness and accuracy of their proposal, and for examining this 
RFP and all addenda.  Failure to do so will be at the sole risk of vendor.  Should vendor find 
discrepancies, omissions, unclear or ambiguous intent or meaning, or should any questions arise 
concerning this RFP, vendor shall notify the Gateway Lab School’s Designated Contact, in writing, of 
such findings at least ten (10) days before the proposal opening.  This will allow issuance of any 
necessary addenda.  It will also help prevent the opening of a defective proposal and exposure of 
vendor’s proposal upon which award could not be made.  All unresolved issues should be addressed in 
the proposal. 

 
Protests based on any omission or error, or on the content of the solicitation, will be disallowed if these 
faults have not been brought to the attention of the Designated Contact, in writing, no later than ten (10) 
calendar days prior to the time set for opening of the proposals. 
 

http://bids.delaware.gov/
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V. EXCEPTIONS 

  
 Vendors may elect to take minor exception to the specifications, terms and conditions of this RFP by 

completing Attachment 3.  All exceptions must be listed on Attachment 3.  Exceptions listed elsewhere in a 
Vendor’s proposal will not be considered.  Gateway Lab School will evaluate each exception according to 
the intent of the terms and conditions contained herein, but shall reject exceptions that do not conform to 
State bid law and/or create inequality in the treatment of Vendors.  Exceptions shall be considered only if 
they are submitted with the proposal or before the date and time of the proposal opening.  If the Vendor is 
taking no exceptions, respond accordingly on Attachment 3.  
 

W. BUSINESS REFERENCES 
 

Business references are to be provided via Attachment 6. 
 

X. DOCUMENT(S) EXECUTION 
 

All vendors must complete and submit with its proposal the non-collusion statement that is enclosed with 
this Request for Proposal labeled as Attachment 2.  The awarded vendor(s) will be presented with the 
contract form for signature and seal, if appropriate.  Both of these documents shall be executed by a 
representative who has the legal capacity to enter the organization into a formal contract with Gateway Lab 
School. 
 

Y. SUBCONTRACTS 
 
 Subcontracting is permitted under this RFP and contract.  However, every subcontractor shall be identified 

in the Proposal using Attachment 7.  
 

Z. CONFIDENTIALITY 
 

All documents submitted as part of the vendor’s proposal will be deemed confidential during the 
evaluation process.  Vendor proposals will not be available for review by anyone other than the 
Gateway Lab School/Proposal Evaluation Committee or its designated agents.  There shall be no 
disclosure of any vendor’s information to a competing vendor prior to award of the contract. 

 
The Gateway Lab School is a public agency as defined by state law, and as such, it is subject to the 
Delaware Freedom of Information Act, 29 Del. C. Ch. 100.  Under the law, all the Gateway Lab 
School’s records are public records (unless otherwise declared by law to be confidential) and are 
subject to inspection and copying by any person.  Vendor(s) are advised that once a proposal is 
received by the Gateway Lab School and a decision on contract award is made, its contents will 
become public record and nothing contained in the proposal will be deemed to be confidential except 
proprietary information.   

 
Vendor(s) shall not include any information in their proposal that is proprietary in nature or that they 
would not want to be released to the public.  Proposals must contain sufficient information to be 
evaluated and a contract written without reference to any proprietary information.  If a Vendor feels that 
they cannot submit their proposal without including proprietary information, they must adhere to the 
following procedure or their proposal may be deemed unresponsive and will not be recommended for 
selection.  Vendor(s) must submit such information in a separate, sealed envelope labeled “Proprietary 
Information” with the RFP number.  The envelope must contain Attachment 5 describing the documents 
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in the envelope, representing in good faith that the information in each document is not “public record” 
as defined by 29 Del. C. § 10002(d), and briefly stating the reasons that each document meets the said 
definitions. 

 
Upon receipt of a proposal accompanied by such a separate, sealed envelope, the Gateway Lab 
School will open the envelope to determine whether the procedure described above has been followed. 
 
If the Vendor does not have any documents it declares confidential or proprietary, Attachment 5 should 
be completed by checking the appropriate box found at the top of the attachment.  

 
AA. ATTACHMENTS 

Attachment 1 - No Proposal Reply Form 
Attachment 2 - Non-Collusion Statement 
Attachment 3 – Exceptions 
Attachment 4 – Company Profile and Capabilities  
Attachment 5 – Confidentiality and Proprietary Information  
Attachment 6 – Business References 
Attachment 7 – Subcontractor Information Form 

 Appendix A – Scope of Work details  
Appendix B – Tasks and Standards 
Appendix C – Pricing Form 
    
  

IV. PROPOSAL EVALUATION PROCEDURES 
 

A. GENERAL ADMINISTRATION 
 

1. AGENCY’S RIGHT TO REJECT PROPOSALS 
 

Gateway Lab School reserves the right to reject any or all proposals in whole or in part, to make 
multiple awards, partial awards, award by types, item by item, or lump sum total, whichever is 
determined to be the most advantageous to the Gateway Lab School. Vendors submitting proposals 
may be afforded an opportunity for discussion.  Vendors may be requested to provide a best and final 
offer during the negotiation process.  Negotiations may be conducted with responsible Vendors who 
submit proposals found to be reasonably likely to be selected for award.  The contents of any proposal 
shall not be disclosed so as to be available to competing Vendors during the negotiation process. 

 
2. AGENCY’S RIGHT TO CANCEL SOLICITATION 

 
The Gateway Lab School reserves the right to cancel this solicitation at any time during the 
procurement process, for any reason or for no reason.  The Gateway Lab School makes no 
commitments expressed or implied, that this process will result in a business transaction with any 
vendor. 
 
This RFP does not constitute an offer by the Gateway Lab School.  Vendor’s participation in this 
process may result in the Gateway Lab School selecting your organization to engage in further 
discussions and negotiations toward execution of a contract.  The commencement of such negotiations 
does not, however, signify a commitment by the Gateway Lab School to execute a contract nor to 
continue negotiations.  The Gateway Lab School may terminate negotiations at any time and for any 
reason, or for no reason. 
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3. FORMAL CONTRACT AND/OR PURCHASE ORDER 

 
No employee of the Contractor(s) is to begin any work prior to receipt of a Gateway Lab School 
Purchase Order signed by authorized representatives of the agency requesting service, properly 
processed through the Gateway Lab School Accounting Office.  A purchase order, telephone call, fax 
or State credit card shall serve as the authorization to proceed with work in accordance with the bid 
specifications and the special instructions, once it is received by the Contractor(s). 
 

4. DELIVERY OF PROPOSALS 
 

Proposals shall be delivered in sealed envelopes, and shall bear on the outside the name and address 
of the Vendor as well as the designation of the contract.  Proposals forwarded by U.S. Mail shall be 
sent first class to the address stated in this RFP. Proposals forwarded by delivery service other than 
the U.S. Mail or hand delivered must be delivered to the applicable addresses also stated in this RFP.  
All bids must clearly display the bid number on the envelope. 

 
Gateway Lab School 
2501 Centerville Rd. 
Wilmington, DE  19808 
Attn: Cedrick Lusby 

 
All proposals will be accepted at the time and place set in the RFP.  Vendor bears the risk of delays in 
delivery.  Proposals received after the time set for public opening will be returned unopened. 

 
 

5. PUBLIC OPENING OF PROPOSALS 
 

The proposals shall be publicly opened at the time and place specified by the Agency.  Vendors or 
their authorized representatives are invited to be present. 
 
Only the vendor’s name and address will be read aloud during the bid opening process. 
 

6. DISQUALIFICATION OF VENDORS 
 

Any one or more of the following causes may be considered as sufficient for the disqualification of a 
Vendor and the rejection of its proposal or proposals: 

 
a. More than one proposal for the same contract from an individual, firm, or corporation under the 

same or different names.   
 

b. Evidence of collusion among Vendors. 
 

c. Unsatisfactory performance record as evidenced by past experience with the Gateway Lab 
School or on a Gateway Lab School central contract. 
 

d. Any suspension or debarment of the parent company, subsidiary or individual involved with the 
vendor by federal, any state or any local governments within the last 10 years. 
 

e. If the unit prices are obviously unbalanced either in excess or below reasonable cost analysis 
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values. 
 

f. If there are any unauthorized additions, interlineations, conditional or alternate bids or 
irregularities of any kind which may tend to make the proposal incomplete, indefinite, or 
ambiguous as to its meaning. 
 

g. Non-attendance of mandatory pre-bid meetings shall be cause of disqualification. 
 
7. AUTHORITY OF AGENCY 
 

On all questions concerning the interpretation of specifications, the acceptability and quality of material 
furnished and/or work performed, the classification of material, the execution of the work, and the 
determination of payment due or to become due, the decision of the Agency shall be final and binding. 

 
8. OR EQUAL (PRODUCTS BY NAME) 

 
Specifications of products by name are intended to be descriptive of quality or workmanship, finish and 
performance.  Desirable characteristics are not intended to be restrictive.  Substitutions of products for 
those named will be considered provided the vendor certifies that the function, characteristics, 
performance and endurance qualities of the material offered is equal or superior to that specified. 

 
B. RESPONSIVENESS AND RESPONSIBILITY OF VENDOR 

 
Gateway Lab Schools shall award this contract to the most responsible and responsive Vendor who best 
meets the terms and conditions of the proposal.   

1. Rejection of individual proposals. -- A proposal may be rejected for 1 or more of the following 
reasons: 

a. The person responding to the solicitation is determined to be nonresponsive or non-responsible;  
b. It is unacceptable; 
c. The proposed price is unreasonable; or 
d. It is otherwise not advantageous to the State. 

2. Vendors whose proposals are rejected as non-responsive shall be notified in writing about the 
rejection.  

3. Responsibility of vendors. -- It shall be determined whether a vendor is responsible before awarding 
a contract. Factors to be considered in determining if a vendor is responsible include:  

a. The vendor's financial, physical, personnel or other resources, including subcontracts; 
b. The vendor's record of performance and integrity; 
c. Any record regarding any suspension or debarment; 
d. Whether the vendor is qualified legally to contract with the State; 
e. Whether the vendor supplied all necessary information concerning its responsibility; and 
f. Any other specific criteria for a particular procurement which an agency may establish (to be 

inserted by agency) 

4. If a Vendor is determined to be non-responsible, the Vendor shall be informed in writing. 
5. Gateway Lab School reserves the right to waive minor irregularities, or request additional 

information before determining the responsiveness of the Vendor. All Vendors will be afforded the 
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same or similar opportunities, as necessary, and will be treated with equal regard before such 
determinations are finalized. 

C. PROPOSAL EVALUATION COMMITTEE 
  

The Proposal Evaluation Committee (“Committee”) is compromised of representatives of the Gateway Lab 
School. 
 
The Committee reserves the right to: 

 Select for contract or for negotiations a proposal other than that with lowest costs. 

 Reject any and all proposals or portions of proposals received in response to this RFP or to make no 
award or issue a new RFP. 

 Waive or modify any information, irregularity, or inconsistency in proposals received. 

 Request modification to proposals from any or all vendors during the contract review and negotiation. 

 Negotiate any aspect of the proposal with any vendor and negotiate with more than one vendor at the 
same time. 

 
Gateway Lab School reserves the right to reject any or all bids in whole or in part, to make multiple awards, 
partial awards, award by types, item by item, or lump sum total, whichever may be most advantageous to 
the Gateway Lab School. 

 
D. REQUIREMENTS OF THE VENDOR 

  
The purpose of this section is to assist the Proposal Evaluation Committee to determine the ability of the 
organization to provide the materials and services described in the application.  The proposal response 
should contain at a minimum the following information: 
 

                
E. CRITERIA AND SCORING:  

 

  
EVALUATION CRITERIA 

 

  POINTS 

1.  The qualifications and experience (years in business) of 
the bidder agency providing services of similar project 
scope and size. 

20 

2. The bidder agency’s demonstrated commitment of 
management, personnel, products, and equipment, as 
well as financial stability. 

40 

3. The management reports and reporting requirements, 
where applicable. 

20 

4. The price proposal/pricing structure or Total Proposed 
Cost. 

20 

. TOTAL SCORE 100 

 
Procurement Evaluation Committee members will assign up to the maximum number of points listed for 
each of the criteria listed above.  For items having quantitative answers, points will be proportionate to 
each proposal’s response.  Items with qualitative answers will receive the average of points assigned by 
Proposal Evaluation Committee members. 
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F. BEST AND FINAL OFFERS 

 
Once the proposals have been evaluated and negotiations have been held with the vendor(s) determined 
to be likely to receive an award, the Procurement Evaluation Committee issue a request for Best and Final 
Offers from the vendor(s).   

 
G. REFERENCES 

 
The Committee may contact any customer of the vendor, whether or not included in the vendor’s reference 
list, and use such information in the evaluation process.  Additionally, the Gateway Lab School may 
choose to visit existing installations of comparable systems, which may or may not include vendor 
personnel.  If the vendor is involved in such site visits, the Gateway Lab School will pay travel costs only 
for Gateway Lab School personnel for these visits.  
 

H. ORAL PRESENTATIONS 
 
Selected vendors may be invited to make oral presentations to the Committee.  The vendor 
representative(s) attending the oral presentation shall be technically qualified to respond to questions 
related to the proposed system and its components. 
 
All of the vendor's costs associated with participation in oral discussions and system demonstrations 
conducted for the Gateway Lab School are the vendor’s responsibility. 
 

 
V. DEFINITIONS AND GENERAL PROVISIONS  

  
The attached Definitions and General Provisions apply to all contracts and are part of each Request for 
Proposal.  The requirement to furnish a bid bond and performance bond is applicable unless waived.  Should 
the General Provisions conflict with the Special Provisions, the Special Provisions shall prevail.  Vendors or 
their authorized representatives are required to fully acquaint themselves as to State procurement laws and 
regulations prior to submitting bid. 

 
A. DEFINITIONS:   Whenever the following terms are used, their intent and meaning shall be interpreted as 

follows: 
 

AGENCY:  State Agency as noted on cover sheet. 
 
BID INVITATION: The "invitation to bid" or “Request for Proposal” is a packet of material sent to vendors 
and consists of General Provisions, Special Provisions, specifications, and enclosures. 
 
BOND: The approved form of security furnished by the Vendors and its surety as a guaranty of good faith 
on the part of the Vendor to execute the work in accordance with the terms of the contract. 
 
CONTRACT:  The written agreement covering the furnishing and delivery of material or work to be 
performed. 
 
DESIGNATED OFFICIAL: The agent authorized to act for an Agency. 
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GENERAL PROVISIONS: General Provisions are instructions pertaining to contracts in general.  They 
contain, in summary, requirements of laws of the State, policies of the Agency, and instructions to vendors. 
 
LOCAL TIME:  Eastern Standard Time/Eastern Daylight Time 
 
OPPORTUNITY BUY:  A special offer from a supplier that is usually associated with a limited time to 
respond. 
 
PROPOSAL:  The offer of the Vendor submitted on the approved form and setting forth the Vendor's 
prices for performing the work or supplying the material or equipment described in the specifications. 
 
SPECIAL PROVISIONS: Special Provisions are specific conditions or requirements peculiar to the 
contract under consideration and are supplemental to the General Provisions.  Should the Special 
Provisions conflict with the General Provisions, the Special Provisions shall prevail. 
 
SURETY:  The corporate body which is bound with and for the contract, or which is liable, and which 
engages to be responsible for the Vendor's payments of all debts pertaining to and for its acceptable 
performance of the work for which he has contracted 
 
VENDOR: Any individual, firm, or corporation formally submitting a proposal for the material or work 
contemplated, acting directly or through a duly authorized representative. 
 
VENDOR'S DEPOSIT: The security designated in the proposal to be furnished by the Vendor as a 
guaranty of good faith to enter into a contract with the Agency if the work to be performed or the material or 
equipment to be furnished is awarded to it. 
 
 

B. GENERAL PROVISIONS 
 

1. INTERPRETATION OF ESTIMATES/QUANTITIES 
 

a. Unless stated otherwise, the quantities given in the RFP are to be considered to be approximate 
only and are given as a basis for the comparison of bids.  The Agency may increase or decrease 
the amount of any item as may be deemed necessary or expedient, during the period of the 
contract. 
 

b. An increase or decrease in the quantity for any item is not sufficient ground for an increase or 
decrease in the unit price. 
 

c. Vendor usage reports for previous awards may be found at 
http://gss.omb.delaware.gov/contracting/calpha.shtml .  Past usage shall not be considered a 
guaranteed future volume. 

 
2. SILENCE OF SPECIFICATIONS 

 
The apparent silence of the specifications as to any detail, or the apparent omission from it of detailed 
description concerning any point, shall be regarded as meaning that only the best commercial practice 
is to prevail and only material and workmanship of the first quality are to be used. Proof of 
specifications compliance will be the responsibility of the vendor. 

 

http://gss.omb.delaware.gov/contracting/calpha.shtml
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3. EXAMINATION OF SPECIFICATIONS AND PROVISIONS 
 

The Vendor shall examine carefully the proposal and the contract forms for the material contemplated.  
The Vendor shall investigate and satisfy itself as to the conditions to be encountered, quality and 
quantities of the material to be furnished, and the requirements of any Special Provisions in the RFP 
and the contract. The submission of a proposal shall be conclusive evidence that the Vendor has made 
examination of the aforementioned conditions. 

 
4. PRICES QUOTED 

 
The prices quoted are those for which the material will be furnished F.O.B. Ordering Agency and 
include all charges that may be imposed during the period of the contract. All prices quoted must be in 
U.S. Dollars. 
 
All vendors that maintain a core list of products under this contract shall maintain the appropriate 
negotiated prices on their core list. Vendors shall routinely offer to add to the core list materiel that has 
been identified as necessary. The Vendors are expected to routinely update any changes to the core 
list with the appropriate discounts listed. 
 
Any adjustments to a core list must receive prior written approval from the State before a core list can 
be changed by the Vendor. Changes include but are not limited to the migration of items on and off the 
core list as well as any price adjustments from the original agreed upon pricing. 

 
5. PUBLIC INSPECTION OF PROPOSALS 

 
All documents submitted as part of the vendor’s proposal will be deemed confidential during the 
evaluation process.  Vendor proposals will not be available for review by anyone other than the 
Gateway Lab School/Proposal Evaluation Committee or its designated agents.  There shall be no 
disclosure of any vendor’s information to a competing vendor prior to award of the contract. 
 
The Gateway Lab School is a public agency as defined by state law, and as such, it is subject to the 
Delaware Freedom of Information Act, 29 Del. C. Ch. 100.  Under the law, all the Gateway Lab 
School’s records are public records (unless otherwise declared by law to be confidential) and are 
subject to inspection and copying by any person.  Vendor(s) are advised that once a proposal is 
received by the Gateway Lab School and a decision on contract award is made, its contents will 
become public record and nothing contained in the proposal will be deemed to be confidential except 
proprietary information.   
 
Vendor(s) shall not include any information in their proposal that is proprietary in nature or that they 
would not want to be released to the public.  Proposals must contain sufficient information to be 
evaluated and a contract written without reference to any proprietary information.  If a vendor feels that 
they cannot submit their proposal without including proprietary information, they must adhere to the 
following procedure or their proposal may be deemed unresponsive and will not be recommended for 
selection.  Vendor(s) must submit such information in a separate, sealed envelope labeled “Proprietary 
Information” with the RFP number.  The envelope must contain a letter from the Vendor’s legal counsel 
describing the documents in the envelope, representing in good faith that the information in each 
document is not “public record” as defined by 29 Del. C. § 10002(d), and briefly stating the reasons 
that each document meets the said definitions. 
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Upon receipt of a proposal accompanied by such a separate, sealed envelope, the Gateway Lab 
School will open the envelope to determine whether the procedure described above has been 
followed. 
 

6. LAWS TO BE OBSERVED 
 

The Vendor is presumed to know and shall strictly comply with all Federal, State, or County laws, and 
City or Town ordinances and regulations in any manner affecting the conduct of the work.  The Vendor 
shall indemnify and save harmless the Gateway Lab School, the Agency, and all Officers, Agency and 
Servants thereof against any claim or liability arising from or based upon the violation of any such laws, 
ordinances, regulations, orders, or decrees whether by itself , by its employees, or by its subcontractor 
(s). 

 
7. PERMITS AND LICENSES 

 
All necessary permits, licenses, insurance policies, etc. required by local, State or Federal laws, shall 
be provided by the Vendor at its own expense. 

 
8. PATENTED DEVICES, MATERIAL AND PROCESSES 

 
a. The Vendor shall provide for the use of any patented design, device, material, or process to be 

used or furnished under this contract by suitable legal agreement with the patentee or owner, and 
shall file a copy of this agreement with the Agency. 
 

b. The Vendor and the surety shall hold and save harmless the Gateway Lab School, the Agency, the 
Director, their Officers or Agents from any and all claims because of the use of such patented 
design, device, material, or process in connection with the work agreed to be performed under this 
contract. 

 
9. EMERGENCY TERMINATION OF CONTRACT 

 
a. Due to restrictions which may be established by the United States Government on material, or 

work, a contract may be terminated by the cancellation of all or portions of the contract. 
 

b. In the event the Vendor is unable to obtain the material required to complete the items of work 
included in the contract because of restrictions established by the United States Government and 
if, in the opinion of the Agency, it is impractical to substitute other available material, or the work 
cannot be completed within a reasonable time, the incomplete portions of the work may be 
cancelled, or the contract may be terminated. 

 
10. TAX EXEMPTION 

 
a. Material covered by this proposal is exempt from all FEDERAL and STATE TAXES.  Such taxes 

shall not be included in prices quoted. 
 

b. Any material which is to be incorporated in the work or any equipment required for the work 
contemplated in the proposal may be consigned to the Agency.  If the shipping papers show clearly 
that any such material is so consigned, the shipment will be exempt from the tax on the 
transportation of property under provisions of Section 3475 (b) of the Internal Revenue Code, as 
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amended by Public Law 180 (78th Congress).  All transportation charges shall be paid by the 
Vendor.  Each Vendor shall take its exemption into account in calculating its bid for its work. 
 

11. EQUALITY OF EMPLOYMENT OPPORTUNITY ON PUBLIC WORKS 
 

 During the performance of any contract for public works financed in whole or in part by appropriation of 
the Gateway Lab School, the Vendor agrees as follows: 

 
a. The Vendor will not discriminate against any employee or applicant for employment because of 

race, creed, color, sex, age, or national origin. The Vendor will take affirmative action to ensure that 
applicants are employed and that employees are treated equally during employment without regard 
to their race, creed, color, sex, age, or national origin. Such action shall include, but not be limited 
to the following:  advertising, lay-off or termination, rates of pay or other forms of compensation, 
and selection for training including apprenticeships. The Vendor agrees to post in conspicuous 
places, notices to be provided by the contracting agency setting forth the provisions of this non-
discrimination clause. 

 
b. The Vendor will, in all solicitations or advertisements for employees placed by or on behalf of the 

Vendor, state that all qualified applicants will receive consideration for employment without regard 
to race, creed, color, sex, age, or national origin. 

 
c. The term "Vendor for public works" means construction, reconstruction, demolition, alteration, 

and/or repair work, maintenance work, and paid for in whole or in part out of the funds of a public 
body except work performed under a vocational rehabilitation program. The manufacture or 
furnishing of materials, articles, supplies or equipment is not a public work within the meaning of 
this subsection unless conducted in connection with and at the site of the public work. 

 
12. PRICES 

 
Prices and/or rates shall remain firm for the initial one (1) year term of the contract, unless further 
negotiations are deemed necessary by the State.  

  
The pricing policy that you choose to submit must address the following concerns: 

 
a. The structure must be clear, accountable and auditable. 
b. It must cover the full spectrum of services required. 
c. Costs and compensation must be consistent with the rates established or negotiated as a result of 

this RFP or P.O. issued based on this contract. 
 

 14. COOPERATIVES 
 

Vendors, who have been awarded similar contracts through a competitive bidding process with a 
cooperative, are welcome to submit the cooperative pricing for this solicitation.  

 
15. PRICE ADJUSTMENT 

 
During the initial term of the contract, the Vendor is not prohibited from offering a price reduction on its 
services or materiel offered under the contract.  The State is not prohibited from requesting a price 
reduction on those services or materiel during the initial term or any subsequent options that the State 
may agree to exercise. 
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If agreement is reached to extend this contract beyond the initial one (1) year period, Gateway Lab 
School shall have the option of offering a determined price adjustment that shall not exceed the current 
Philadelphia All Urban Consumers Price Index (CPI-U), U.S. City Average.  If the CPI-U is used, any 
increase/decrease shall reflect the change during the previous published twelve (12) month period at 
the time of renegotiation. 

 
16. SHIPPING TERMS 

 
FOB Destination, freight prepaid. 

 
17. FUNDING OUT or NON-APPROPRIATION 

 
In the event the General Assembly fails to appropriate the specific funds necessary to enter into or 
continue the contractual agreement, in whole or part, the agreement shall be terminated as to any 
obligation of the State requiring the expenditure of money for which no specific appropriation is 
available at the end of the last fiscal year for which no appropriation is available or upon the exhaustion 
of funds. 

    
18. MANDATORY INSURANCE REQUIREMENTS: 

 
Certificate of Insurance and/or copies of insurance policies for the following: 

 
a. As a part of the contract requirements, the Vendor shall obtain at its own cost and expense and 

keep in force and effect during the term of this contract, including all extensions, the minimum 
coverage limits specified below with a carrier satisfactory to the State.  All Vendors shall carry 
Comprehensive General Liability and all other coverages listed below. 

 
1. Comprehensive General Liability - $1,000,000.00 per person/$3,000,000 per occurrence. 

 
 And 

 
2. Product Liability - $1,000,000.00 per person/$3,000,000 per occurrence. 

 
b. Automotive Liability Insurance covering all automotive units used in the work with limits of not 

less than $100,000 each person and $300,000 each accident as to bodily injury and $25,000 as 
to property damage to others. 

 
c. Forty-five (45) days written notice of cancellation or material change of any policies shall be 

required. 
 

d. Before any work is done hereunder, a Certificate of Insurance referencing the name and contract 
number stated herein, shall be filed with the State.  The certificate holder is as follows:  

 
Gateway Lab School 
Contract #  GLS12001-JNRT_SVC 
2501 Centerville Rd. 
Wilmington, DE  19808 
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  Note:  The Gateway Lab School shall not be named as an additional insured. 
 

19. DELAWARE BUSINESS LICENSE 
 

Prior to receiving an award, the successful Vendor shall either furnish the Agency with proof of 
Delaware Business Licensure or initiate the process of application where required.  An application may 
be requested in writing to:  Division of Revenue, Carvel State Building, P.O. Box 8750, 820 N. French 
Street, Wilmington, DE 19899 or by telephone to one of the following numbers:  302-577-8778.  
http://revenue.delaware.gov/services/BusServices.shtml 
 
Information regarding the award of this contract will be given to the Division of Revenue.  Failure to 
comply with the Delaware licensing requirements may subject your organization to applicable fines 
and/or interest penalties. 

 
20. INDEMNIFICATION 

 
a. General Indemnification:  By submitting a proposal, the proposing vendor agrees that in the event 

it is awarded a contract, it will indemnify and otherwise hold harmless the Gateway Lab School, its 
agents and employees from any and all liability, suits, actions, or claims, together with all costs, 
expenses for attorney’s fees, arising out of the vendor’s its agents and employees’ performance 
work or services in connection with the contract, regardless of whether such suits, actions, claims 
or liabilities are based upon acts or failures to act attributable, in whole or part, to the Gateway Lab 
School, its employees or agents. 

 
b. Proprietary Rights Indemnification: Vendor shall warrant that all elements of its solution, 

including all equipment, software, documentation, services and deliverables, do not and will not 
infringe upon or violate any patent, copyright, trade secret or other proprietary rights of any third 
party.  In the event of any claim, suit or action by any third party against the Gateway Lab School, 
the Gateway Lab School shall promptly notify the vendor in writing and vendor shall defend such 
claim, suit or action at vendor’s expense, and vendor shall indemnify the Gateway Lab School 
against any loss, cost, damage, expense or liability arising out of such claim, suit or action 
(including, without limitation, litigation costs, lost employee time, and counsel fees) whether or not 
such claim, suit or action is successful. 

 
 If any equipment, software, services (including methods) products or other intellectual property 

used or furnished by the vendor  (collectively “”Products”) is or in vendor’s reasonable judgment is 
likely to be, held to constitute an infringing product, vendor shall at its expense and option either: 

 
1. Procure the right for the Gateway Lab School to continue using the Product(s); 

 
2. Replace the product with a non-infringing equivalent that satisfies all the requirements of the 

contract; or 
 

3. Modify the Product(s) to make it or them non-infringing, provided that the modification does not 
materially alter the functionality or efficacy of the product or cause the Product(s) or any part of 
the work to fail to conform to the requirements of the Contract, or only alters the Product(s) to a 
degree that the Gateway Lab School agrees to and accepts in writing. 

 
 

 

http://revenue.delaware.gov/services/BusServices.shtml
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21. NON-PERFORMANCE 
 

In the event the Vendor does not fulfill its obligations under the terms and conditions of this contract, in 
addition to proceeding with termination of the contract, the ordering agency may purchase equivalent 
product on the open market.  Any difference in cost between the contract prices herein and the price of 
open market product shall be the responsibility of the Vendor.  Under no circumstances shall monies 
be due the Vendor in the event open market products can be obtained below contract cost.  Any 
monies charged to the Vendor may be deducted from an open invoice. 

 
22. FORCE MAJEURE 

 
Neither the vendor nor the ordering agency shall be held liable for non-performance under the terms 
and conditions of this contract due, but not limited to, government restriction, strike, flood, fire, or 
unforeseen catastrophe beyond either party's control.  Each party shall notify the other in writing of any 
situation that may prevent performance under the terms and conditions of this contract. 

 
            

23. ORDERING PROCEDURE 
 

Successful Vendors are required to have either a local telephone number within the (302) area code, a 
toll free (800) number, or agree to accept collect calls.  Depending on the nature and scope of the 
event, each State agency or other governmental entity shall be responsible for contacting the awarded 
vendor directly for all required resources.  All consumables delivered by the Vendor and received by a 
State agency or other governmental entity, become the property of that State agency or entity. Orders 
may be accomplished by written purchase order, telephone, fax or computer on-line systems.  

 
24. BILLING 

 
The Vendor is required to "Bill as Shipped" to the respective ordering agency(s).  Ordering agencies 
shall provide contract number, ship to and bill to address, contact name and phone number.  The 
Vendor shall not charge a late fee that exceeds more than one percent (1%) per month, not to exceed 
twelve percent (12%) per annum.  

 
Agencies will make every effort to achieve available discount opportunities under this contract. 
Vendors shall be required to report semi-annually opportunities to enhance the discounts achieved. 
 

25. METHOD OF PAYMENT 
 

a. For each P.O. issued as part of this contract, the State will pay Vendor monthly, within thirty (30) 
days of receipt of the Vendor's billing, the amount which is legitimately earned by the Vendor, and 
supported by payroll data and an itemized accounting of reasonable reimbursable direct non-salary 
costs.  A current progress report of the work shall accompany each billing. 

 
Final settlement for total payment to the Vendor will be made within thirty (30) days from the date of 
final written State acceptance of the work and services as agreed to in the P.O.  
 

b. No premium time for overtime will be paid without prior written State authorization.  Indirect 
overhead cost shall not be applied to the premium portion of the overtime. 
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c. The agencies or school districts using this award will authorize and process for payment each 
invoice within thirty (30) days after the date of receipt of a correct invoice.  The Gateway Lab 
School intends to maximize the use of the P-Card for payment for goods and services provided 
under contract.  Vendors shall not charge additional fees for acceptance of this payment method 
and shall incorporate any costs into their proposals.  Additionally there shall be no minimum or 
maximum limits on any P-Card transaction under the contract.  While it is the State’s intention to 
utilize the P-card payment method the State reserves, at its discretion, the right to pay by ACH/ 
ACI or check.  Should a Vendor wish to provide a financial incentive to not process payment by 
P-Card in their proposal, they are to prepare their proposals to clearly outline any incentives for 
alternative payment methods the Vendor is willing to accept. 

 
26. PRODUCT SUBSTITUTION 

 
All items or services delivered during the life of the contract shall be of the same type and manufacture 
as specified or accepted as part of the proposal unless specific approval is given by the Agency to do 
otherwise.  Awarded vendors are highly encouraged to offer any like substitute product (s), either 
generic or brand name, at any time during the subsequent contract term, especially if an opportunity for 
cost savings to the state exists. In all cases, the state may require the submission of written 
specifications and/or product samples for evaluation prior to any approvals being granted. 
 
If a substitution is granted by the state, the Vendor must update its core list and maintain said list in a 
timely manner. 

 
27. SCHEDULE FOR PERFORMANCE OF WORK 

 
All work described in these specifications shall be completed with reasonable promptness.  As used in 
this Section, the Gateway Lab School shall be the sole judge of the term “reasonable”.  If the Vendor 
does not begin the work in a reasonable amount of time, they will be notified that if they fail to initiate 
the work promptly, the contract may be terminated and the State will forthwith proceed to collect for 
nonperformance of work. 

 
28. VENDOR RESPONSIBILITY 

 
The State will enter into a contract with the successful Vendor(s).  The successful Vendor(s) shall be 
responsible for all products and services as required by this RFP whether or not the Vendor or a 
subcontractor provided it.  Subcontractors, if any, shall be clearly identified in the Vendor’s proposal by 
completing Attachment 7. 

 
29. VENDOR- OWNED RENTAL EQUIPMENT AND SUPPLIES REMOVAL 

 
The awarded Vendor shall remove all rental equipment and supplies from the event location (s) no 
later than an agreed to date once all contract obligations by the Vendor have been met.   

 
30. ENVIRONMENTAL PROCUREMENT REQUIREMENTS 

 
Energy Star - If applicable, the Vendor must provide products that earn the ENERGY STAR rating and 
meet the ENERGY STAR specifications for energy efficiency in order to keep overall event costs to a 
minimum. The Vendor is encouraged to visit www.energystar.gov for complete product specifications 
and updated lists of qualifying products.   
 

http://www.energystar.gov/
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Green Products – third party certification of green products accepted from GSS w/approved green 
certification shall be offered wherever available in addition to or as a substitute for non-green products. 
 
Vendors shall report all green items procured during the monthly reporting period using the Usage 
Report that will be provided to the awarded Vendor(s).   
 
Environmental Procurement Policies of the State shall determine acceptable consideration and credit 
for environmentally preferred products and services in the performance of this award. The State 
Environmental Procurement Policies may be found: 
http://gss.omb.delaware.gov/contracting/documents/agencyboilers/espp.pdf. 

 
31. PERSONNEL/EQUIPMENT/SERVICES 

 
a. The Vendor represents that it has, or will secure at its own expense, all personnel required to 

perform the services required under this contract. 
 
b. All of the equipment and services required hereunder shall be provided by or performed by the 

Vendor or under its direct supervision, and all personnel, including subcontractors, engaged in the 
work shall be fully qualified and shall be authorized under State and local law to perform such 
services. 

 
c. None of the equipment and/or services covered by this contract shall be subcontracted without the 

prior written approval of the State. Only those identified in Attachment 7 are considered approved 
upon award. Changes to those subcontractor(s) listed in Attachment 7 must be approved in writing 
by the State. 

 
32. MINIMUM WAGE RATES 

 
Work performed under this solicitation may fall under the State of Delaware Minimum Wage Rates or 
the Delaware Prevailing Wage rates.  Prior to issuing a purchase order, the ordering agencies must 
obtain from the Department of Labor a determination if prevailing wage applies to the project and, if 
appropriate, what the applicable prevailing wage rates would be for the work to be performed.  No 
work shall proceed without a determination by the Department of Labor.  Request for prevailing wage 
certification can be found at: 
http://www.delawareworks.com/industrialaffairs/services/LaborLawEnforcementInfo.shtml#pw1. 

 
33. TERMINATION OF INDIVIDUAL ORDERS OR PURCHASE ORDERS 

 
As a central contract, the contract resulting from this RFP shall include individual orders from state 
agencies and other entities authorized by law to procure from this contract.  The individual orders may 
be terminated as follows: 

 
a. Termination for Cause: If, for any reasons, or through any cause, the Vendor fails to fulfill in 

timely and proper manner his obligations, or if the Vendor violates any of the covenants, 
agreements, or stipulations of this contract, the Agency shall have the right to terminate the P.O. by 
giving written notice to the Vendor of such termination and specifying the effective date thereof, at 
least five (5) days before the effective date of such termination. In that event, all finished or 
unfinished documents, data, studies, surveys, drawings, maps, models, photographs, and reports 
or other material prepared by the Vendor in the performance of the P.O. shall, at the option of the 
Agency, become its property, and the Vendor shall be entitled to receive just and equitable 

http://gss.omb.delaware.gov/contracting/documents/agencyboilers/espp.pdf
http://www.delawareworks.com/industrialaffairs/services/LaborLawEnforcementInfo.shtml#pw1
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compensation for any satisfactory work completed on such documents and other materials which is 
usable to the Agency. 

 
b. Termination for Convenience: The Agency may terminate the P.O. at any time by giving written 

notice of such termination and specifying the effective date thereof, at least sixty (60) days before 
the effective date of such termination.  In that event, all finished or unfinished documents, data, 
studies, surveys, drawings, models, photographs, reports, supplies, and other materials shall, at 
the option of the department, become its property and the Vendor shall be entitled to receive 
compensation for any satisfactory work completed on such documents and other materials which 
are usable to the Agency.    

 
c. Termination for Non-Appropriations: In the event the General Assembly fails to appropriate the 

specific funds necessary to enter into or continue the contractual agreement, in whole or part, the 
agreement shall be terminated as to any obligation of the State requiring the expenditure of money 
for which no specific appropriation is available at the end of the last fiscal year for which no 
appropriation is available or upon the exhaustion of funds. This is not a termination for convenience 
and will not be converted to such. 

 
34. TERMINATION OF CONTRACT 

 
The contract resulting from this RFP may be terminated as follows by Gateway Lab School. 

 
a. Termination for Cause: If, for any reasons, or through any cause, the Vendor fails to fulfill in 

timely and proper manner its obligations under this Contract, or if the Vendor violates any of the 
covenants, agreements, or stipulations of this Contract, the State shall thereupon have the right to 
terminate this contract by giving written notice to the Vendor of such termination and specifying the 
effective date thereof, at least 30 days before the effective date of such termination.  In that event, 
all finished or unfinished documents, data, studies, surveys, drawings, maps, models, photographs, 
and reports or other material prepared by the Vendor under this Contract shall, at the option of the 
State, become its property, and the Vendor shall be entitled to receive just and equitable 
compensation for any satisfactory work completed on such documents and other materials which is 
usable to the State. 

 
b. Termination for Convenience: The State may terminate this Contract at any time by giving written 

notice of such termination and specifying the effective date thereof, at least sixty (60) days before 
the effective date of such termination. In that event, all finished or unfinished documents, data, 
studies, surveys, drawings, models, photographs, reports, supplies, and other materials shall, at 
the option of the State, become its property and the Vendor shall be entitled to receive 
compensation for any satisfactory work completed on such documents and other materials, and 
which is usable to the State.   

 
c. Termination for Non-Appropriations: In the event the General Assembly fails to appropriate the 

specific funds necessary to enter into or continue the contractual agreement, in whole or part, the 
agreement shall be terminated as to any obligation of the State requiring the expenditure of money 
for which no specific appropriation is available at the end of the last fiscal year for which no 
appropriation is available or upon the exhaustion of funds. This is not a termination for convenience 
and will not be converted to such.  
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35. CHANGES 
 

Both parties may, from time to time, require changes in the services to be provided by the Vendor 
under the Scope of Work.  Such changes, including any increase or decrease in the amount of the 
Vendor's compensation, which are mutually agreed upon by and between the Agency and the Vendor 
shall be incorporated in written amendments to the Purchase Order or contract. 

 
36. INTEREST OF VENDOR 

 
The Vendor covenants that it presently has no interest and shall not acquire any interest, direct or 
indirect, which would conflict in any manner or degree in providing products or performing services 
required under this contract.  The Vendor further covenants, that in the performance of this contract, no 
person having any such interest shall be employed. 

 
37. PUBLICATION, REPRODUCTION AND USE OF MATERIAL 

 
No material produced in whole or part under this contract shall be subject to copyright in the United 
States or in any other country.  The State shall have unrestricted authority to publish, disclose, 
distribute and otherwise use, in whole or in part, any reports, data, or other materials prepared under 
this contract; provided, however, that the State agrees not to use any design or engineering plans 
prepared by the Vendor for anything other than their intended purpose under this Contract.  The 
Vendor shall have the right to publish any and all scientific findings.  Appropriate acknowledgment and 
credit for the State's support shall be given in the publication. 

 
38. RIGHTS AND OBLIGATIONS 

 
The rights and obligations of each party to this agreement shall not be effective, and no party shall be 
bound by the terms of this agreement, unless and until a valid executed purchase order has been 
approved by the Secretary of Finance, and all procedures of the Department of Finance have been 
complied with.  A separate purchase order shall be issued for every project. 

 
39. ASSIGNMENT OF ANTITRUST CLAIMS 

 
As consideration for the award and execution of this contract by the State, the Vendor hereby grants, 
conveys, sells, assigns, and transfers to the Gateway Lab School all of its right, title and interest in and 
to all known or unknown causes of action it presently has or may now or hereafter acquire under the 
antitrust laws of the United States and the Gateway Lab School, relating to the particular goods or 
services purchased or acquired for the State pursuant to this contract. 

 
40. TESTING AND INSPECTION 

 
The Gateway Lab School reserves the right to conduct any test or inspection it may deem necessary to 
insure equipment, materials and services conform to contract requirements. 

 
41. COVENANT AGAINST CONTINGENT FEES 

 
The Vendor warrants that no person or selling agency has been employed or retained to solicit or 
secure this contract upon an agreement or understanding for a commission, percentage, brokerage, or 
contingent fee, excepting bona fide employees.  For breach or violation of this warranty, the State shall 
have the right to annul this contract without liability or in its discretion to deduct from the contract price 
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or consideration, or otherwise recover, the full amount of such commission, percentage, brokerage, or 
contingent fees.  

 
42. GRATUITIES 

 
a. If it is found, after notice and hearing, by the State that gratuities (in the form of entertainment, gifts, 

or otherwise) were offered or given by the Vendor or any agent of the State with a view toward 
securing a contract, or securing favorable treatment with respect to the awarding, amending, or the 
making of any determinations with respect to the performance of this contract, the State may, by 
written notice to the Vendor, terminate the right of the Vendor to proceed under this contract and/or 
may pursue such other rights and remedies provided by law or under this agreement; provided that 
the existence of the facts upon which the State makes such findings shall be in issue and may be 
reviewed in proceedings pursuant to the Remedies clause of this contract; and 

 
b. In the event this contract is terminated pursuant to subparagraph “a”, the State shall be entitled (i) 

to pursue the same remedies against the Vendor, and (ii) to exemplary damages, as a penalty in 
addition to any other damages to which it may be entitled by law, in an amount which shall be not 
less than three, nor more than ten, times the costs incurred by the Vendor in providing any such 
gratuities to any such officer or employee.  The amount of such exemplary damages shall be in the 
sole discretion of the State. 

 
43. AFFIRMATION 

 
The Vendor must affirm that within the past five (5) years the firm or any officer, controlling stockholder, 
partner, principal, or other person substantially involved in the contracting activities of the business is 
not currently suspended or debarred and is not a successor, subsidiary, or affiliate of a suspended or 
debarred business. 

 
44. AUDIT ACCESS TO RECORDS 

 
The Vendor shall maintain books, records, documents, and other evidence pertaining to this Contract 
to the extent and in such detail as shall adequately reflect performance hereunder.  The Vendor agrees 
to preserve and make available to the State, upon request, such records for a period of five (5) years 
from the date services were rendered by the Vendor.  Records involving matters in litigation shall be 
retained for one (1) year following the termination of such litigation.  The Vendor agrees to make such 
records available for inspection, audit, or reproduction to any official State representative in the 
performance of their duties under the Contract.  Upon notice given to the Vendor, representatives of 
the State or other duly authorized State or Federal agency may inspect, monitor, and/or evaluate the 
cost and billing records or other material relative to this Contract.  The cost of any Contract audit 
disallowances resulting from the examination of the Vendor's financial records will be borne by the 
Vendor.  Reimbursement to the State for disallowances shall be drawn from the Vendor's own 
resources and not charged to Contract cost or cost pools indirectly charging Contract costs. 

 
45. REMEDIES 

 
Except as otherwise provided in this contract, all claims, counterclaims, disputes, and other matters in 
question between the State and the Vendor arising out of, or relating to, this contract, or a breach of it 
may be decided by arbitration if the parties mutually agree, or in a court of competent jurisdiction within 
the Gateway Lab School.  
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46. AMENDMENTS 
 

This contract may be amended, in writing, by mutual agreement of the successful vendor and Gateway 
Lab School. 

 
47. SUBCONTRACTS 

 
Subcontracting is permitted under this RFP and contract.  However, every subcontractor shall be 
identified in the Proposal (Attachment 7) and agreed to in writing by the State or as are specifically 
authorized in writing by the Agency during the performance of the contract. Any substitutions in or 
additions to such subcontractors, associates, or consultants will be subject to the prior written approval 
of the State.  

 
The Vendor(s) shall be responsible for compliance by the subcontractor with all terms, conditions and 
requirements of the RFP and with all local, State and Federal Laws.  The Vendor shall be liable for any 
noncompliance by any subcontractor.  Further, nothing contained herein or in any subcontractor 
agreement shall be construed as creating any contractual relationship between the subcontractor and 
the State. 

 
48. AGENCY’S RESPONSIBLIITIES 

 
The Agency shall: 

 
a. Examine and review in detail all letters, reports, drawings and other documents presented by 

the Vendor to the Agency and render to the Vendor in writing, findings and decisions pertaining 
thereto within a reasonable time so as not to delay the services of Vendor. 
  

b. Give prompt written notice to the Vendor whenever the Agency observes or otherwise becomes 
aware of any development that affects the scope or timing of the Vendor's services.  

 
49. CONTRACT DOCUMENTS: 

 
The Definitions and General Provisions and any Special Instructions, Specifications, Request for 
Proposal, Proposal, Purchase Order, and Contract shall be a part of and constitute the entire 
Agreement entered into by the Gateway Lab School and any Vendor.  In the event there is any 
discrepancy between any of these contract documents, the following order of documents governs so 
that the former prevails over the latter: 

 
- Contract 
- Request for Proposal 
- Specifications or Scope of Work 
- Definitions & General Provisions 
- Proposal 
- Purchase Order 
- Special Instruction 

 
50. ASSIGNMENT 

 
This contract shall not be assigned except by express prior written consent from the Agency. 
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51. NOTICE 
 
Any notice to the Gateway Lab School required under the contract shall be sent by registered mail to:  

 
Gateway Lab School 
2501 Centerville Rd.  
Wilmington, DE  19808 
 

 
52. VENDOR EMERGENCY RESPONSE POINT OF CONTACT 

 
The awarded vendor(s) shall provide the name(s), telephone, or cell phone number(s) of those 
individuals who can be contacted twenty four (24) hours a day, seven (7) days a week where there is a 
critical need for commodities or services when the Governor of the State of Delaware declares a state 
of emergency under the Delaware Emergency Operations Plan dated November 2009 or in the event 
of a local emergency or disaster where a governmental entity other than a State Agency requires the 
services of the vendor.  Failure to provide this information could render the proposal as non-
responsive. 

 
C. AWARD AND EXECUTION OF CONTRACT 

 
1. CONSIDERATION OF PROPOSALS 

 
The right is reserved to waive technicalities, to reject any or all bids, or any portion thereof, to seek new 
proposals, to proceed to do the work otherwise, or to abandon the work, if in the judgment of the 
Agency or its agent, the best interest of the State will be promoted thereby. 

 
2. MATERIAL GUARANTY 

 
Before any contract is awarded, the successful Vendor may be required to furnish a complete 
statement of the origin, composition and manufacture of any or all of the material to be used in the 
contract together with such samples as may be requested for the purpose of testing. 

 
3. AWARD OF CONTRACT 

 
Within ninety (90) days from the date of opening proposals, the contract will be awarded or the 
proposals rejected. 

 
4. EXECUTION OF CONTRACT 

 
The Vendor (s) to whom the award is made shall execute a formal contract within twenty (20) days 
after date of official notice of the award of the contract. 

 
5. WARRANTY 

 
The successful Vendor(s) shall be required to extend any policy guarantee usually offered to the 
general public, FEDERAL, STATE, COUNTY, or MUNICIPAL governments, on material in this contract 
against defective material, workmanship, and performance. 
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6. THE CONTRACT(S) 
 

The contract(s) with the successful Vendor(s) will be executed with Gateway Lab School.  
 

7. INFORMATION REQUIREMENT 
 

The successful Vendor's shall be required to advise and provide Gateway Lab School of the gross 
costs associated with this contract. 

 
 
VI. PROPOSAL REPLY SECTION for CONTRACT NO. GLS12001-JNRT_SVC 

 
Janitorial Services 

 
Please fill out the attached forms fully and completely and return with your proposal in a sealed envelope 
clearly displaying the contract number to the Gateway Lab School, by June 4, 2012, 1:00 p.m. (Local Time) at 
which time bids will be opened.  
 

Proposals must be mailed to: 
 

Gateway Lab School 
2501 Centerville Rd. 

Wilmington, DE  19808 
 

 
 

PUBLIC PROPOSAL OPENINGS 
 
 
The public proposal opening insures the citizens of Delaware that contracts are being proposed fairly on a 
competitive basis and comply with Delaware procurement laws.  The agency conducting the opening is required 
by law to publicly open the proposals at the time and place specified and the contract shall be awarded within 
ninety (90) days thereafter.  The main purpose of the proposal opening is to reveal the name(s) of the Vendor(s), 
not to serve as a forum for determining the apparent low Vendors.  The disclosure of additional information, 
including prices, shall be at the discretion of the contracting agency until such time that the responsiveness of 
each proposal has been determined. 
 
After receipt of a fully executed contract(s), the Delaware public and all Vendors are invited to make an 
appointment with the agency in order to review pricing and other non-confidential information. 

 
 

NOTE:  ONLY THE VENDOR'S NAME AND ADDRESS WILL BE READ AT THE OPENING  
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Attachment 1 
 

NO PROPOSAL REPLY FORM 
 
CONTRACT # GLS12001-JNRT_SVC  CONTRACT TITLE: Janitorial Services 
 
To assist us in obtaining good competition on our Request for Proposals, we ask that each firm that has received a 
proposal, but does not wish to bid, state their reason(s) below and return in a clearly marked envelope displaying 
the contract number.  This information will not preclude receipt of future invitations unless you request removal 
from the Vendor's List by so indicating below, or do not return this form or bona fide proposal. 
 
Unfortunately, we must offer a "No Proposal" at this time because: 
 

 1.  We do not wish to participate in the proposal process. 

    
 2.  We do not wish to bid under the terms and conditions of the Request for Proposal 

document.  Our objections are: 

    

    

    
 3.  We do not feel we can be competitive. 

    
 4.  We cannot submit a Proposal because of the marketing or franchising policies of the 

manufacturing company. 

    
 5.  We do not wish to sell to the State.  Our objections are: 

    

    

    
 6.  We do not sell the items/services on which Proposals are requested. 

    
 7.  Other:___________________________________________________________________ 

    

  
 
 
   

FIRM NAME  SIGNATURE 
 
  We wish to remain on the Vendor's List for these goods or services. 

   
  We wish to be deleted from the Vendor's List for these goods or services. 
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 Attachment 2 

 
CONTRACT NO.: GLS12001-JNRT_SVC  TITLE:  Janitorial Services 
OPENING DATE: June 4, 2012 

 
NON-COLLUSION STATEMENT 

This is to certify that the undersigned Vendor has neither directly nor indirectly, entered into any agreement, participated in any collusion or otherwise 

taken any action in restraint of free competitive bidding in connection with this proposal, and further certifies that it is not a sub-contractor to 

another Vendor who also submitted a proposal as a primary Vendor in response to this solicitation submitted this date to the Gateway Lab 

School. 

 

It is agreed by the undersigned Vendor that the signed delivery of this bid represents the Vendor’s acceptance of the terms and conditions of this 

Request for Proposal including all specifications and special provisions. 

 

NOTE:  Signature of the authorized representative MUST be of an individual who legally may enter his/her organization into a formal contract with the 

Gateway Lab School. 

 

 COMPANY NAME __________________________________________________________________ (Check one) 
 

NAME OF AUTHORIZED REPRESENTATIVE  
  (Please type or print)           

 

SIGNATURE        TITLE      
 

COMPANY ADDRESS             
 

PHONE NUMBER         FAX NUMBER     
 

EMAIL ADDRESS ______________________________  
        GATEWAY LAB SCHOOL 
FEDERAL E.I. NUMBER            LICENSE NUMBER_____________________________ 

 

    COMPANY 
CLASSIFICATIONS: 
CERT. NO.  

Women Business 

Enterprise (WBE) 

YES NO Minority Business 

Enterprise (MBE) 

YES NO Disadvantaged 

Business Enterprise 

(DBE) 

YES NO 

(circle one) (circle one) (circle one) 

 [The above table is for information and statistical use only.] 

 

PURCHASE ORDERS SHOULD BE SENT TO:  

             (COMPANY NAME)             

 

ADDRESS              

 

CONTACT              

 

PHONE NUMBER          FAX NUMBER        

  

EMAIL ADDRESS             

AFFIRMATION:  Within the past five years, has your firm, any affiliate, any predecessor company or entity, owner,  
Director, officer, partner or proprietor been the subject of a Federal, State, Local government suspension or debarment? 
 

YES     NO    if yes, please explain         
 

THIS PAGE SHALL BE SIGNED, NOTARIZED AND RETURNED WITH YOUR PROPOSAL TO BE CONSIDERED 
 

SWORN TO AND SUBSCRIBED BEFORE ME this ________  day of                                       ,    20 __________ 
 

Notary Public       My commission expires      
 

City of      County of      State of   

 Corporation 

 Partnership 

 Individual 
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Attachment 3 

 
CONTRACT NO. GLS12001-JNRT_SVC 

Contract Name:  Janitorial Services 
PROPOSAL REPLY SECTION 

 
 
Proposals must include all exceptions to the specifications, terms or conditions 
contained in this RFP.  If the vendor is submitting the proposal without exceptions, 
please state so below. 
 
 By checking this box, the Vendor acknowledges that they take no exceptions to 
the specifications, terms or conditions found in this RFP. 

 

Paragraph # 
and page # 

Exceptions to Specifications, terms 
or conditions 

 
Proposed Alternative 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 
Note: use additional pages as necessary. 
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Attachment 4 
 

CONTRACT NO. GLS12001-JNRT_SVC 
Contract Name:   Janitorial Services 

PROPOSAL REPLY SECTION 
  

COMPANY PROFILE & CAPABILITIES 
 

Suppliers are required to provide a reply to each question listed below. Your replies will 
aid the evaluation committee as part of the overall qualitative evaluation criteria of this 
Request for Proposal. Your responses should contain sufficient information about your 
company so evaluators have a clear understanding of your company’s background and 
capabilities. Failure to respond to any of these questions may result in your proposal to 
be rejected as non-responsive. 

 

1. Describe your qualifications and experience (years in business) providing services 
of similar project scope and size. 

  
 
 

 
  

2. Describe your demonstrated commitment of management, personnel, products, 
and equipment, as well as financial stability. 

  
 
 
 

 
 

3. Describe your management reports and reporting requirements as applicable. 
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Attachment 5 

 
CONTRACT NO.  GLS12001-JNRT_SVC 

Contract Name:  Janitorial Services 
PROPOSAL REPLY SECTION 

 

 By checking this box, the Vendor acknowledges that they are not providing any 
information they declare to be confidential or proprietary for the purpose of production 
under 29 Del. C. ch. 100, Delaware Freedom of Information Act. 

 

Confidentiality and Proprietary Information 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Note: Add additional pages as needed. 
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Attachment 6 

 
CONTRACT NO. GLS12001-JNRT_SVC 

Contract Name:  Janitorial Services 
 

Business References 
 

List a minimum of three business references, including the following information: 

 Business Name and Mailing address 

 Contact Name and phone number 

 Number of years doing business with 

 Type of work performed 
 
Please do not list any State Employee as a business reference.  If you have held a State contract 
within the last 5 years, please list the contract. 
 
 

1. Business Name/Mailing Address:          
Contact Name/Phone Number:        
Number of years doing business with :       
Describe type of work performed:        
 
 
 

2.    Business Name/Mailing Address:          
Contact Name/Phone Number:        
Number of years doing business with :       
Describe type of work performed:        

 
 
 

3.   Business Name/Mailing Address:          
Contact Name/Phone Number:        
Number of years doing business with :       
Describe type of work performed:        
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SUBCONTRACTOR INFORMATION FORM                          ATTACHMENT 7 
 

 

PART I – STATEMENT BY PROPOSING VENDOR 
1.  CONTRACT NO. 

GLS12001-JNRT_SVC 

2. Proposing Vendor Name: 

 

3. Mailing Address 

 

 

 

 

 

4.  SUBCONTRACTOR  

a. NAME 

 

 

4c. Company OMWBE Classification: 

 

Certification Number:  _____________________ 

b. Mailing Address: 

 

 

 

 

 

4d. Women Business Enterprise                Yes        No 

4e. Minority Business Enterprise                Yes        No 

4f. Disadvantaged Business Enterprise      Yes       No 

5.   DESCRIPTION OF WORK BY SUBCONTRACTOR 

 

 

 

 

 

 

 

 

 

 

 

 

 

6a. NAME OF PERSON SIGNING 

 

7. BY (Signature) 8. DATE SIGNED 

6b. TITLE OF PERSON SIGNING 

 

 PART II – ACKNOWLEDGEMENT BY SUBCONTRACTOR 

9a. NAME OF PERSON SIGNING 

 

 

10. BY (Signature) 11. DATE SIGNED 

9b. TITLE OF PERSON SIGNING 

 

 

 

 

 

 
             * Use a separate form for each subcontractor 
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APPENDIX A 

SCOPE OF WORK  
 

CONTRACT NO. GLS12001-JNRT_SVC 
Janitorial Services 

 
 

Location 
 
Gateway Lab School 
2501 Centerville Rd.  
Wilmington, DE  19808 
 
Building Specifications 
 
Total Cleanable square feet: 37,000 
 
Frequency 
 

1. Sweeping, wet mopping, and dust mopping of non-carpeted areas daily. 
2. Vacuuming of carpeted areas, stairwells, classrooms, offices, and nurse office daily. 
3. Trash removal daily 
4. Cleaning and disinfecting of the restrooms (3 boys restrooms, 3 girls restrooms, and 2 staff 

restrooms), water fountains, and classroom sinks daily. 
5. Dusting & glass cleaning ie: stairwells, stairs, landings, rails, etc. Tuesday & Thursday 
6. Hallways stripped and waxed; carpets shampooed 2xs a year (winter break, and spring break) 

 
Special Requirements 
 
Building requires cleaning five (5) days a week Monday-Friday excluding State Holidays or State of 
emergencies.  Cleaning is to be done between the hours of 5:00pm-8:00pm.  Cleaning company is to 
supply their own cleaning supplies and trash liners.  Restroom paper products will be supplied by the 
School at no cost to the awarded vendor.   
 
Rate Requirements 
 
The School seeks a Monthly price for servicing this location as described above. 

 

Facility Visit 
 
Potential bidders are encouraged to schedule a walk-through appointment at the facility prior to submitting their 
bid.  The appointments will only be available during the time the solicitation is open for bid.  The Deadline to 
Bid will not be extended to accommodate vendors unable to schedule an appointment.  Appointments can be 
scheduled by contacting Cedrick Lusby at (302) 633-4091.
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APPENDIX B 

TASKS AND STANDARDS 
 

CONTRACT NO. GLS12001-JNRT_SVC 
Janitorial Services 

 
A. SWEEPING, DUST MOPPING AND WET MOPPING (UNCARPETED AREAS) 

 
1. LOCATIONS – Task includes; but not limited to, the following locations. 

 
a. Vestibules, lobbies and entries (interior and exterior); 
b. Corridors; 
c. Stairwells, stairs and landings (interior); 
d. Elevators and elevator vestibules; 
e. Offices (administrative and clerical) and classrooms; 
f. Coatrooms, lunch rooms and conference rooms; 
g. Labs and preparation rooms; 
h. Computer rooms; 
i. Vending machine rooms; and 
j. Exterior stairs and loading platforms, and patio areas. 
 

2. STANDARDS – SWEEPING & DUST MOPPING 
 

Sweeping shall leave the surfaces uniformly clean of all surface dirt including corners and places 
inaccessible to the mop. Surface accumulation of hardened dirt that cannot be loosened with the 
broom shall be loosened sufficiently to permit removal by sweeping or if necessary, shall be washed. It 
is intended that all dust and surface contamination except deeply embedded dirt and stains shall be 
removed by sweeping or mopping with a treated mop. Dirty mops are not acceptable for use. 
 

3. STANDARDS – WET MOPPING 
 

After dust mopping, all floors shall be cleaned by wet mopping using quaternary ammonium germicide 
and shall be free from mop strings, streaks, stains and film from dirt or soap. There shall be no 
splashes on walls, baseboards, furniture and furnishings. There shall be no mop strings left on the 
floor. Surfaces should be dry in a reasonable amount of time. Corners and spaces inaccessible to the 
mop shall be carefully cleaned and dry. Dirty mops are not acceptable for use. 

 
B. VACUUMING (CARPETED AREAS) 

 
1. LOCATIONS – Task includes; but not limited to, the following locations. 

 
a. Vestibules, lobbies and entries; 
b. Corridors; 
c. Stairwells, stairs and landings; 
d. Elevators and elevator vestibules; 
e. Offices (administrative and clerical) and classrooms – edges, corners and under furniture; 
f. Coatrooms and conference rooms; 
g. Computer rooms; 
h. Vending machine rooms; 
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2. STANDARDS 

 
Spot cleaning is required before vacuuming. Chewing gum is to be removed from carpet, tile floors, 
etc. 
 

C. TRASH REMOVAL – Task includes; but not limited to, the following. 
 
1. TASKS 

 
a. Empty all trash containers, replace liners and clean and sanitize as needed; 
b. Dispose of trash in sealed and/or ties plastic bags in outside dumpsters or compactors; 
c. Empty and clean all ashtrays, urns and smokadors; and 
d. Empty all recycling containers, replace liners as needed (Recycling is to be placed in a separate 

dumpster provided.) 
e. Red bagged trash (infectious waste) will not be removed. 
 

2. STANDARDS 
 

All waste baskets shall be emptied and boxes, cans, paper, etc. clearly marked as “trash” and placed 
near the trash cans for disposal shall be removed in a manner that will not cause dispersion of dust. All 
cigarette butt receptacles shall be checked before being emptied in trash. Trash shall not be allowed to 
blow around the yard. Any trash dropped shall be immediately retrieved by the janitorial staff or 
contractor and properly placed in the trash receptacle. 

 
D. CLEANING AND DISINFECTING 

 
1. TASKS – Task includes; but not limited to, the following.  

 
a. Clean and sanitize urinals inside and out; 
b. Clean and sanitize commodes inside and out; 
c. Clean mirrors; 
d. Clean and sanitize wash basins (washrooms and clinic areas, etc.) inside and out; 
e. Clean and sanitize miscellaneous restroom and toilet fixtures (towel dispensers, soap dispensers); 
f. Clean and sanitize restroom and toilet floors; 
g. Clean and sanitize restroom wash basin wall area and toilet wall area; 
h. Clean and sanitize shower rooms; 
i. Damp wipe all restroom and locker room ledges and sills; 
j. Spot clean walls, doors and trim; 
k. Clean exterior and interior glass doors and frames and other interior glass, plastic and frames; 
l. Clean and sanitize water fountains; 
m. Clean and sanitize kitchenette areas (tables, chairs, countertops, external areas of appliances); 
n. Clean and sanitize all interior holding cells; 
o.  Clean and sanitize all tables (including exam tables), counter tops, stools, may stands, exam 

lights, eye wash basins, scales, etc; 
p. Clean and sanitize all lockers; 
q. Clean and sanitize all restroom walls from ceiling to floor, including showers; 
r. Clean and sanitize restroom partitions, all sides; 
s. Wash inside & outside of light fixtures (plastic & glass) including damp wiping of light bulbs or 

fluorescent tubes; 
t. Wash baseboards; 
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u. Wash fronts, sides and tops of cabinets, etc; and 
v. Wash globes for wall scones and chandeliers 

 
3. STANDARDS 
 

a. CLEANING 
 
Washed surfaces shall be clean and free from all dirt, grease and film including embedded dirt and 
grease. All small and narrow openings shall be cleaned to the same degree as other surfaces. 
Surfaces shall be dried and left clean. 
 
1. Cleaning Glass – Glass shall be cleaned by application of glass cleaner, rubbed with a cloth 

and finally polished with a clean spot dry cloth or textile disposable wipers. Use only soft cloths 
or plexiglass. The washing shall not contaminate adjacent non-glass areas. Glass shall be left 
clean and dry, free from film or streaks and any contamination visible when looking through the 
glass towards natural light source. Sills and frames shall be damp wiped. 

2. Cleaning except Glass – All surfaces shall be cleaned with a mild neutral detergent or 
quaternary disinfectant – detergent solution following manufacturer’s dilution ration. They shall 
be left clean without streaks. Scrub brush or scour pad shall be used where necessary to 
loosen the dirt. 

3. Cleaning Restrooms, Public and Patient Areas – Restroom floors, walls, chairs, tables 
(including exam tables) and mirrors shall be cleaned as specified with quaternary disinfectant-
detergent. Commodes and urinals shall be washed clean with disinfectant-detergent and toilet 
brush then wiped clean with textile disposable wipers or clean cloths. Clean and polish metal 
trim and plumbing hardware with metal polish; chrome plated, stainless steel and brass shall be 
polished with a dry cloth or textile disposable wipers. All surfaces shall be rubbed to a soft gloss 
with clean cloths or textile disposable wipers. 

4. Accidental Chemical Spills – Any floor surface area damaged by bleach, bowl cleaner or other 
stainable products becomes the responsibility of vendor for reimbursement/replacement 
determined by Agent. 

5. Construction – At some point there will be periodic construction being performed at different 
facilities. It is the janitorial contractor’s responsibility to make sure that the upkeep of the 
buildings is not affected by this construction. Additional damp wiping, mopping, and vacuuming 
will be needed. 

 
b. DISINFECTING 

 
Urinals and commode surfaces shall be disinfected with a concentration of quaternary disinfectant-
detergent. It shall be allowed to stand in the fixtures for at least ten (10) minutes. Bowl cleaner shall 
be used once weekly for lime and iron stain removal where water conditions require more frequent 
applications. In these cases, bowl cleaner shall be used twice weekly. 

 
E. POLISHING 

 
1. TASKS – Task includes; but not limited to, the following locations 

 
Clean and polish all brass and stainless steel, i.e. railings, elevators, door knobs, plumbing fixtures, 
kick plates, etc.  
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2. STANDARDS 
 

a. FLOORS  
 
Polish wooden floors using paste wax and floor machine equipped with polish pad. 
 

b. LEATHER FURNITURE 
 
Polished leather surfaces shall be clean and free from all dirt, grease and film including embedded 
dirt and grease. All small and narrow openings shall be cleaned to the same degree as other 
surfaces. Surfaces shall be dried and left clean. Damp wiping maybe used on all vinyl or imitation 
leather furniture. Do not damp wipe real leather. Damp wiped surfaces shall be left clean and free 
from film or streaks. 

 
F. DUSTING 

 
1. TASKS 

 
a. All furniture and fixtures (i.e. personal desktops, file cabinets, desks, tables) remove fingerprints; 
b. Window sills, ledges, etc; 
c. Vending Machines;  
d. Stairwells, stairs, landings and railings; 
e. Door casings; 
f. Clean and sanitize all restroom walls from floor to ceiling; 
g. Wash baseboards; 
h. Dust and clean all ceiling vents;  
i. Clean and remove all debris from light fixtures (bugs, paper, dust); 
j. Clean and polish all brass; 
k. Dust venetian blinds; 
l. Pour clean water in all bathroom floor drains;  
m. Clean and sanitize all interior of holding cells; 
n. Fire alarm bells;  
o. Partitions, wood paneling, etc.; 
p. Ventilators, grids, grilles, ducts and surrounding wall and ceiling areas;  
q. Light fixtures (wall scones, chandeliers, etc) 

 
2. STANDARDS 

 
Dusting shall be accomplished by means of vacuum cleaners supplemented by chemically treated 
clean cloths. Oil treatment for cloths will not be permitted. Surfaces shall be clean and free from dust 
after dusting is completed. Dust shall be removed and not scattered around the room. Office 
equipment such as typewriters, adding machines, calculators and similar instruments shall not be 
dusted because of possibility of damage. 

 
G. SPRAY BUFFING 

 
1. TASK – Task includes; but not limited to, the following. 

 
Spray buff all vestibules, lobbies, corridors, and conference rooms. Spray buff product to be of the 
same manufacturer as floor finish. 
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APPENDIX C 

 
PRICING  

 
CONTRACT NO. GLS12001-JNRT_SVC 

Janitorial Services 

 

 

Gateway Lab School 
2501 Centerville Rd 
Wilmington, DE 19808 
 
 

ITEM # DESCRIPTION PRICE 

1 Monthly Service (per Appendix A requirements) 
Provide monthly price. 

 

2 Yearly Service (per Appendix A Requirements) 
Provide annual price. 

 

 
 


